
























































































































































































































































































































































Idaho State Police Forensic Services
ISO/IEC 17025:2005(E) Compliant Quality/Procedure Manual

from an aceredited laboratory either ISO/AEC 17025, or ASCLD/LAB —
Legacy.
e The technical reviewer shall be supplied with the pertaining analytical
methods.
o A checklist with sign-off shall be supplied to the reviewer with each case.
e The checllist shall contain sufficient detail to establish that the
conclusion is justified by the examination documentation and that the
appropriate Forensic Services analytical methods wepe followed. The
checklist shall be approved prior to any exferna((ﬁajcal reviews by
the discipline leader or lab manager, whicheyei\is appropriate.
15.9.4.1.5 Conflict resolution: If differences in interpretatioy veen the casework
analyst and either the technical reviewer or disciphifie leader cannot be
resolved during a review of caseworkanalysz% e following process shall be
Jfollowed: Q
s Mediation by a mutually agree&on @idual who is experienced
and performs technical revi £od rk analysis.
e Formation of a review coiiyiilte 'gbzh ties involved in the
mediation cannot resoi\ theipdiffer in interpretation, they shall
notify their immedi upeifisor andlaboratory manager. The
laboratory mangger shall’contdct tfe quality manager to arrange the
jew oo zmi@a within ten (10) days. The majority of
m 't&hal@ individuals who are experienced in the
S:&C -@sis in dispute. The quality manager may
1S ¥ gigw committee.
all not compel an individual to sign « case report
g O 18 and/or conclusions with which the analyst
Odis S.édecisiou of the review commiittee may inchide
@ reanaly. suance of an administrative report by the immediate

%) supervisor of the analyst, or other suitable action based on an
OQ evaluation by the review committee. The decision of the review
QK committee concerning the resolution of the conflict shall be reviewed

and approved by the Major/Manager before it is implemented.

5.9.5 Administrative Review: Forensic Services creates and implements a quality procedure
that requires administrative review of all case files prior to the release of analytical
reports.

15.9.5 Administrative Review is a review performed to ensure that the laboratory reports
issued by the staff of Forensic Services are editorially correct and to ensure that
the laboratory reports and their documentation are consistent with Forensic
Services policies.
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15.9.5.1

15.9.5.2

15.9.5.3

15.9.5.4

15.9.5.5

Idaho State Police Forensic Services
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Though different employees may be involved in the final compilation of a case
report, the individual who sigus it as the author (i.e. affidavit/attestation), is
ultimately responsible for the contents of the report, and the accuracy of the
information presented in the report.

Someone other than the analyst who performed the analysis and wrote the
examination report must administratively review each examination report or
crime scene report and this administrative review must be documented.
Typically, the administrative review is performed during tb5 technical
review. The individual who performs administrative repléw shall be familiar
with Forensic Services nofe taking and documentat Qg\r ‘equirements.
Additional administrative reviews may be perfor, é‘ as desired.

The report and documentation shall be reviewedfor conformarnce to
casework documentation guidelines and quiality policies and procediires.
The report shall be reviewed for consist . wiﬂz accepted conventions for
spelling, grammar and word usage.

The information from ETS in the %@ 2 wewed fo ensure that the
de

report accurately reflects mfo; he agency on the

submission form. (')
\\ \(\
5.9.6 Forensic Services creates and unplenglts a{@'ht@&edure whereby the testimony of
all testifying personnel is monitored on a!@nud
15.9.6 MONITORING CO[E&‘T 9
15.9.6.1

IS.QG\@Q

15.9.6.3

15.9.6.4

15.9.6.5

results and ciu in a laboratory report or general scientific
lmowig\ﬂ 1) h(@ forensic scientist is to accurately present conclusions,

explagmanalyfical teohyiques, offer expert opinions, and make clear to the court any
q@{fcns reégtirdi

Courtroom ¢ on.}\r z neans for the forensic scientist to communicate
s 8

t laboratory report in a particular case. The analyst shall
é«sm'e that the testimony given is scientifically consistent with the documentation in
he case file

Each forensic scientist shall be evaluated at least once annually. An evaluation

by the supervisor is encouraged biennially. If a forensic scientist did not testify
during a calendar year, documentation must be entered in their employee record.
Evaluation shall be by direct observation, questionnaire, review of court transcripis,
or telephonic solicitation by laboratory staff to one or more officers of the court for
responses to the evaluation forni.

A forensic scientist who is inexperienced in courtroom testinony or a forensic
scientist new to Forensic Services shall be reviewed in person by Forensic Services
staff when he/she first testifies, if possible; as the forensic scientist gains experience,
direct review by staff can be alternated with review by other means.

A reviewer from Forensic Services shall fill out the designated evaluation and
critique the forensic scientist as soon as possible dafter the peer review process. The
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Jforensic scientist shall be given feedback on the positive aspects of the testimony as
well as areas that need improvement.

15.9.6.6  Corrective action shall be initiated if the courtroom evaluation indicates any
issites in the testimony that requires remediation.

5.9.7 Testimony monitoring records will be retained according to the Control of Records
policy, but no less than one full ASCLB/LAB International accreditation cycle.

N
%Q
O
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5.10

5.10.1

5.10.2 The examination report contains the f%@i
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REPORTING THE RESULTS

Each examination is reported clearly, accurately, objectively, and unambiguously as is
possibie within the constraints of scientific knowledge/opinion and in accordance with
any specific instructions in the analytical method. AH examinations are reported except
those performed to provide information for use in investigative databases (e.g. CODIS or
NIBIN).

Results of examinations are reported in a Forensic Services examinztgh report. Reports
include all information necessary to interpret results along with v information that
may be required by Forensic Services quality procedures. (E &tion reports are issued
as hard copy; however, electronic copies may be available&é

Customers agree in writing to the Forensic Services r@% format when they submit
evidence for examination. Forensic Services choo@o inglide some information
required by ISO/TEC 17025:2005(E) in the 1'ep<f{@vh&l) erdnformation is available in
the case file or at the laboratory. %) é

gi

& @ & o
hg inform @mﬂess notation specifies that
the information is in the case file or réaine V%IGGYb'atory:

a) A title; \@ A\ Q

b) Name and address of labo‘% ,a cat'@ here examination(s) were carried out if
different from the address of the 1‘&%\}/;

¢) A unique identificati gt k{%g 'ﬁw that the page is recognized as a patt of the
report; and a clear idgn iﬁcﬁ(&‘h &zend of the repoit;

d) Name of the s1 ﬁ@ing 1c address of the submitting agency is on file;

e) Tests performed are ingdin the case file;

A descripﬁﬁ\of, the ‘eongh of, and unambiguous identification of the iteny(s) tested,;
(A mor@e ailed descriptien may be in the notes. The condition of the item will be in
the gﬁ@ ile unless the condition of the evidence is material to the interpretation of the

dirination report.)

) Date of receipt of evidence; the date(s) of analysis is found in the case file;

h) Reference to sampling plan where this is relevant to the validity or application of
results;

) Examination result and, where appropriate, units of measurement;

i) The name(s), function(s) and signature(s) of the examiner, When an analyst trainee

performs analysis, both the trainee and the supervising forensic scientist must sign the

written report;

k) Where relevant, a statement to the effect that the results relate only to the items that
were examined,

Section 5.10 — Reporting the Results
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5.10.3 Additional required information for examination reports:
5.10.3.1 Where necessary for the interpretation of results, examination repotts include the following
information;
a) Deviations from or additions to the analytical method and information on specific test
conditions; (e.g. environmental conditions)
b) A statement explaining any non-compliance with the service requested,;
¢) The uncertainty assoctated with any quantitative result;

d) Opinions and interpretations; (Relates to 5.10.5) (%)
e) Additional information required for specific examinations, . 0®
R\
o
5.10.3.2 Where necessary for the interpretation of results, examinationo-lzzpoﬂs containing the results
of sampling include the following: N
a) Date of sampling; {\6

b) Unambiguous identification of the evidence sannék@
¢) Location of sampling, including any diagramQ tc@@%&o graphs;
d) Reference to the sampling plan used; %5
e) Details of any environmenial condition,%@ing sa@i11 %{ may affect interpretation of
the report; @) {Q &
f) Any specification of the sampling é 1 an X@)ia'@b\&r additions to the sampling plan.
XS

N\ 9 |

5.10.3.3 Forensic Services creates a%’i@lm&ﬁs q procedures controlling the release of

examination reports. (refexr ¢ .}.SQ‘
O O K

5.10.3.4 Forensic Services pe el 18 u%ﬁdings, including writing reports and providing
testimony, based mingtjon d@ hentation generated by another person(s) shall
compiete and doc%%m@@\*e '@of all relevant pages of examination documentation in
the case 1‘ecos‘¢\ Zb

< O

5.10.3.5 Whendsdociations are made, the significance of the association shall be communicated
cIeQSg nd qualified properly in the report.

5.10.3.6 When no definitive conclusions can be reached, the reason(s) shall be documented in the
case record,

5.10.3.7 The author(s) of a test report shall have conducted, participated in, observed, supervised, or
technically reviewed the examination or testing,

5.10.4 Forensic Services does not issue calibration certificates and therefore does not have
quality policies pertaining to the issuance of calibration certificates.
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5.10.5 Opinions and interpretations are clearly marked as such in an examination report and the

S.10.6

5.10.7

5.10.8

5.10.9

basis for the opinions and interpretations is documented in examination record. When
opinions and interpretations contained in examination reports are expressed verbally fo the
customer, the essence of the conversation is recorded.

15.10.5 All reports containing opinions and interpretations will contain a disclaimer
stating, “This report does or may contain opinions and interpretations of the
undersigned analyst based on scientific data.” If opinions or igigrpretations are
expressed verbally to a customer, the essence of the conver. n will be
recorded. These records will be maintained as an adminidirative record in the

case file. %Q
Q\O
It is clearly noted in the examination report from Foren{'@ervices when results from a

subcontractor or any other independent laboratory ar: @ciu%épr referenced in an
examination report issued by Forensic Services.ét@:o 1% 1‘§.que reports of

examination either in writing or electronicaliy®
SN

> &

When sending reports by any electr(%@nea @bo\@éeproducibility is verified.

s
@ O N
15.10.7 Requirements of the %@tive er apply when the transmission of
le

examination reports byde e, fx, O other electronic means occurs. When

Jaxing documentsp~the fay 7 particular person and includes a

confidentialit ce el the (olgl number of pages being sent. A record of what

was faxed 's\@u‘n i th e file. This record indicates the phone number the
to le

Jax was sentt {315@1 ess of the transmission.

The report ﬁt is design@(o accommodate the examination performed and to

minimizo e possibility of misunderstanding or misuse.

1 S%KS The report format will be designed to accommodate each type of test being
carried out. The specific details for each report will be found in the
corresponding analytical methods. The format should have a clear presentation
and allow for ease of assimilation by the reader to minimize the possibility of
misunderstanding or misuse.

When it is necessary to make material amendments to a report, the new report will be
uniquely identified, clearly reference the report that is being amended, and will be titled an
amended report. Amended reports must comply with the same quality policies and quality
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procedures as original reports.

15.10.9 When errors or omissions in casework are noted, the forensic scientist has the

obligation to ensure that an incorrect report does not leave the laboratory.
However, if it is necessary to make material amendments to a veport, an
amended report shall be issued. The heading for the amended veport shall
contain the words “Amended Report.” At the beginning of the amended report,
a paragraph shall be inserted that describes the changes madaq‘y the amended
report. This paragraph needs to be highlighted in some ngc@@r that will draw
the attention of the reader. In ETS, two of the options ar@b write the paragraph
in capital letters or to put the paragraph in quotes. I@Sﬂriginal report shall be
left in the case file. It is recommended that the analiist only change/mark the
report by adding a statement noting that the vepopthas been amended and initial
and date the statement. Suggested wording fanthe notation is “This report has
been amended.” Only the amended reporl&@nll besored electronically in the

evidence tracking system. QO C)O &
e A é
N %

N \)QQ/
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6.1 PERSONNEL POLICIES

6.1.1 Offices shall observe Official State of 1daho business hours, which are Monday through Friday
from 8:00 A.M. until 5:00 P.M. The standard work schedule may be altered if authorized by the
Major/Manager.

6.1.2 Identification shall be worn at the ISP facility in Meridian .

6.1.3 Guidelines for interns (Laboratory managers can make exceptions t(@tse guidelines if

appropriate.): A

6.1.3.1 Shall be non-funded positions. @

6.1.3.2 Chosen on a first-come, first-serve basis. %

6.1.3.3 Shall be college juniors and above interning for 0011 §.eredit toward a degree in Chemistry,
Biology, Molecular Biology, or a closely 1elated ce or shall already possess a degree in
one of the above areas.

6.1.3.4  Have a recommendation from a professor, @ty d@& 1 other professional.

6.1.3.5 Pass background check and polyg1 aph é)

6.1.3.6  Shall only be accepted if a forensic s t oI, Managel volunteers to supervise
and mentor the individual. Upon al fyon @mamly Manager, specific duties of
interns shall be left to the discreti of ISt g forensic scientist.

6.1.3,7  Shali remain under the close sq?arwsi\o\%f :ensic scientist at all times.

6.1.3.8  Shall become familiar wi P10 ur erning conduct and confidentiality and
Forensic Services health ?{

6.1.3.9 Shall not participat 1n stigations including clandestine drug
laboratories unle ont forensic scientist. Access to very sensitive or
hazardous are ‘@] ed.

6.1.3.10 May attend aé) hen @ompamed by a forensic scientist.

6.1.3.11  Shallno IOWQ r&u&a of the laboratory after business howrs unless
accom by a fore scientist.

6.1.3.12 Shai be involved in the analysis of evidence. No exceptions are permitted.

Q®
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6.2 SUBPOENA POLICY AND WITNESS FEES

6.2.1 Subpoenas shall be prioritized in the chronological order in which they are received at the
laboratory. In cases where multiple subpoenas are accepted for a given day, it shall be
the duty of the forensic scientist to notify the attorneys of the conflict so that they are
aware of the situation and can work out the scheduling conflict.

6.2.2 Idaho State Police Forensic Services personnel shall accept subpoenas apd testify in Driving
Under the Influence cases when an Intoxilyzer or Alco-Sensor was @ only in circumstances
where: \

6.2.2.1  The defense has acquired its own expert; é

6.2.2.2  Anunusual circumstance has occurred surrounding the adphmistration of a DUI breath test

that shall necessitate expert testimony on the part of Korénsic Services.

6.2.3 When summoned to State or Federal Court in crimi{@? cas r job related civil cases,
employees shall report to the court as part of theifaior: rig related duties. If the court pays
wilness fees, they shall be remitted to Idaho Siate Pol Fil@p 1 Services.

§ P W
QY N
x<Q O OC)
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6.3 CRIME SCENES AND CLANDESTINE LABORATORY CALL-OUT AND ASSISTANCE

6.3.1

6.3.2
6.3.2.1

6.3.2.2

6.3.2.3

6.3.3

6.3.4

6.3.5

6.3.0

The Idaho State Police Forensic Services shall provide support at crime/clan-lab scenes subject
to the following guidelines.

The following are recommended guidelines for responding to crime scenes:
When assistance is requested, determine the nature of the crime, the agency and officer
requesting laboratory assistance, and any other information that ma@lelp identify the needs
of personnel at the scene. Notify the Major/Manager or his desi , relaying the above
information. The forensic scientist, Lab Manager, or Major \agex may then contact the
regional captain of ISP Investigations and communicate eggnt information and request
for assistance. % '
If Forensic Services elects to respond, they shall notifgaddditional forensic scientists who
may be of assistance at the scene and proceed {o t ot ato;y to collect any required
supplies.
Forensic Services personnel shali identify t{ré@e e& law enforcement personnel who are
present at a crime scene. &)

When crime scenes represent a securi @‘eat @ment personnel shall secure the scene
prior to labmatoxy personnel becomir 1nv . Forensic Services personnel shall not
remain at a crime scene or cland 1séknt law enforcement officers are present to
niaintain security, When the ty of’s cri ene or ¢clan lab becomes uncertain or safety
conditions become comprom 31 1 ices personnel may immediately leave the
premises. The forensic txs @ he appropriate authorities as to the reason the

departure was necess&@ O(\

laboratory sitg.\Foren ts so trained shall have completed the requisite course-work as
outlined b ‘ensic Services/and the Department. Prior to entry into such, Forensic Services
personne$hall put on clothing and safety equipment commensurate to the circumstances. Prior
fo g g a potential laboratory, Forensic Services personnel shall ensure that fire and safety
pelgnnel have been notified or are present.

Only trained clalés %@m pelsonnel shall be allowed to enter a suspected clandestine
8 §a

Only the minimum quantities of clandestine laboratory products, precursors, or equipment shall
be collected by Forensic Services personnel assisting at these scenes. Samples collected at
clandestine laboratories shall consist of only a few milliliters of liquids or a very few grams of
solids.

6.3.6 Forensic Services shall not accept responsibility for, or transport of, chemicals, equipment,
ete. collected at clandestine laboratory scenes. To maintain a safe work environment, Forensic
Services will not accept large quantities of chemicals, solutions or equipment seized at
clandestine laboratories, Forensic Services shall not accept responsibility for destruction or

6.3 — Crime Scene and Clandestine Laboratory Call-Out
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storage of any chemicals collected at such scenes.
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6.4 DRESS CODE

60.4.1

0.4.2

6.4.3

6.4.3.1

6.4.3.2

0.4.3.3

6.4.3.4

6.4.3.5

6.4.3.6

6.4.3.7

Forensic laboratories contain many chenical and biological substances that are damaging
to clothes and/or harmful to people.

Polices contained in the Health and Safety Manual regarding appropriate attire for
working in the laboratory shall be adhered to.

The ISP dress code was modified to allow the following attire for f 1c scientists who
work in a laboratory on a daily basis, for personnel 1esp0nd1ng ne scenes or clan
laboratories, or for other work situations where casual dress @%ﬁ appropriate:
Jeans or other casual pants are acceptable in the labm at Pants shall be in good
condition with no holes and no stains.
Polo shirts are acceptable for wear in the labor atm{\%fhey shall be in good condition
with no holes or stains. T-shirts are not aocepta
Shoes (conservative in appearance) shall b %;c@gf e feet, provide support
and cushion when working or standing md d u provide a gripping
surface on the floor.
Forensic Services staff shall have @y CLKQge
requiring more formal attire when$vearinglhe
This dress code applies to F01 c Ev®1c
wear a smock or labor ato
Standard department policies a&é\w
more formal attire 1 o St
training, etc.

Employees n W d \c'ode (as interpreted by the Laboratory Manager or
m

thes for court or other duties
adissibie casual attire to work.
cialists (FES). However, FES shall
casual attire while in the front office.
employees are pe1f01ming duties where
ppeanng as an expert in court, providing

MaJm/Mana o change their clothes on their own time.

Q‘OQ
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